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PURPOSE: To establish policy and procedures for authorizing, reporting, and tracking additional hours 
to ensure appropriate use and management of overtime and its associated cost for non-exempt personnel. 


POLICY: All personnel are responsible for the prudent and justifiable use of overtime. The Department 
will hold supervisors accountable for the authorization and documentation of additional hours/overtime 
incurred by personnel under their command or temporary direction. 


Additional/overtime hours will be scheduled, tracked, reported, and compensated in accordance with the 
federal Fair Labor Standards Act, the Code of Virginia, City of Portsmouth Administrative Policies 
regarding Work Period and Overtime, and Police Department General Orders. Supervisors will use 
overtime when other scheduling arrangements are not possible. 


In addition to obtaining immediate supervisor approval prior to working overtime, no employee may work 
in excess of 16 hours in any 24 hour period without a Lieutenant or above’s approval. This includes court, 
overtime, part-time (both city sponsored and outside employment), and training hours. When it becomes 
apparent to an employee that he or she may surpass the maximum hours, the employee must notify their 
supervisor for guidance. If a Lieutenant or above grants approval to work beyond the maximum number of 
hours, the employee will note the reason for the overtime and the approving supervisor’s name and 
approval date on the time sheet. 

PROCEDURES 

I. Control of Overtime 


A. Generally 


1. Whenever possible, employees are expected to complete assignments, including training and 
instructing, during normal work hours. 


2. If a work assignment is scheduled, in whole or in part, outside of an employee’s normal working 
hours, the employee shall notify his or her immediate supervisor as soon as possible. The super- 
visor will make every effort to adjust the employee’s schedule to limit any overtime incurred. 


3. Overtime will be used only as a last resort when other arrangements are not possible. 


4. Supervisors should not approve overtime unless they can reasonably substantiate the need for the 
employee to work additional hours. 


B. Late Calls, Assignments, and Reports 
1. Only a supervisor can approve overtime for late calls or assignments. 
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2. Supervisors will only grant overtime if completion of the call or assignments is necessary and an 
on-duty officer cannot complete it. 


3. Officers shall inform their supervisor when they become aware a call or assignment is likely to 
incur overtime. 


4. Supervisors should direct communications dispatchers to hold low priority late calls which would 
require overtime for the oncoming shift, whenever possible. 


C. Work Performed While Off-Duty 


1. Employees may not perform work-related duties, even as a volunteer, outside of normal working 
hours without approval from a supervisor, or as directed by a training order or court subpoena. 


2. Occasionally, it becomes necessary for supervisors, department personnel, or others to contact 
off-duty personnel for brief inquiries. As a rule, department personnel will only call off-duty 
personnel where: 


a. The communication is necessary and cannot reasonably wait until the employee returns to duty. 

b. The information is not available through other sources such as records, reports, or other 
documents. 

c. The timing of the call is reasonable, given the employee’s regular work/sleep and day off 
schedule. 


3. If, while off-duty, an employee is called upon and required by a supervisor to perform actual 
work, the work time is compensable and should be reported on the time sheet. If the request is 
made by someone other than a police supervisor, and the request cannot reasonably wait until the 
employee returns to work, the employee must obtain a supervisor’s permission. The employee 
will note the approving supervisor’s name, approval date, and reason for the overtime on the time 
sheet. 


4. Non-exempt employees shall not engage in unnecessary electronic or telephonic work-related 
communications while off duty (email, texting, phone calls, etc.). Work related communications 
are compensable and shall be included on the employee’s time sheet. Employees may only 
exclude time from their time sheet if the activity has a duration of a few minutes or less. Necessity 
of any work-related communication is subject to supervisory review, and, unwarranted off-duty 
communications will result in corrective action. 

II. Overtime Assignments 
A. Approval 


1. Division Commanders may approve overtime assignments based on operational necessity. 


2. Bureau Commander approval is required if the duration of the overtime assignment is longer than 
12 hours or a total of 24 personnel-hours used. 


3. Approval of long-term overtime projects is limited to the Assistant Chief or Chief of Police. 
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4. Supervisors in charge of special event or grant assignments will coordinate payment and 
documentation matters with the Fiscal Affairs Unit. The supervisor shall notify all involved 
employees of the guidelines in advance of the assignment. 


B. Overtime Assignment or Drafting 


1. The Department may assign or draft personnel for overtime positions not filled via posting of 
announcement. 


2. Employees must inform the notifying supervisor at the time they are notified of the assignment of 
any hardships that may prevent overtime assignment. The Department may consider the following 
hardships as exceptions to overtime assignment or drafting: 


. Sick leave or family illness as defined by City Policy. 

. Interference with a Department authorized training course or course of study. 

. Conflict with a scheduled court appearance. 

. Excessive hours already worked (e.g., when an employee has already worked over 16 hours in 
a 24 hour period). 

. Interference with vacation and other scheduled time off. 

f. Other situations creating an unreasonable burden upon an employee. 
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3. An exception may not be granted, or a previously granted exception may be rescinded, during 
emergency situations, depending upon Departmental manpower requirements. 


C. Emergency Cancellation 


1. If, due to an emergency, an employee cannot work an overtime assignment he or she previously 
committed to, he or she will notify the supervisor that coordinated the overtime or the Shift 
Commander as soon as possible. “Emergency” refers to circumstances beyond an employee’s 
control, such as illness, callback to duty for other reasons, or family emergencies that require the 
employee’s presence. 


2. The Shift Commander or coordinating supervisor will fill the vacant position. 


APPROVED: Sree Cee 


Tonya D. Chapman, Chief of Police 
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